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ABSTRACT 

This annotated bibliography lists 12 items in the 
ERIC system that concern various applications of microcomputers in 
educational management. The literature here annotated examines the 
development of management information systemSz papers cn 
admiriistrative computing presented at the 1982 Association for 
Educational Data Systems conference^ educational budgeting and 
computer technology, steps, to follow in choosing administrative 
software or a student information management system^ hidden costs of 
office computerization, and the developmentof a simple , unified 
information base by using a database management system. Other _ y 
ahnotated documents examine microcomputers in planning and moh 
custodial work, controlling inventory , computerized purchasing, the 
importance of school managers' awareness of the "hixinan^ when 
introducing new technology to school staff members, microcomputer 
applications in educational program planning development , and the 
development of a computer ized record-keeping system to reduce 
paperwork created by efforts to comply with certain government 
regulations. (PB) 
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Alabama Center for Evaluation. Thv A(lminis^^^^^i\•r 
I 'sc of \//( HH oivjuitrrs:- 7'(?(7in/( ,1/ Rrport. Al«ib«imci 
University, C.ollc^^c oI F:(lu(",itinr1: AuSLisl 19H2. ]5 
()<ij^os; \ nAh. 

; M.in.iuin^ ,1 school rccjuirfs the manif)uljti()n of ,1 mjssivf— .ind 
r\ cr-^row int^ - -(imount ot intorrritition. Most largt* and mi(lsi/.(.*(j 
M h(>()l svstrnis alrc.uly (icpcrld orl m.nhtrjmcs ()r niintronipuirrs to 
rn.inaqc p.iyroll. personnel tiles, student test scores, attendance* re- 
cords. ,ind so t'orth. I^ut, in the near tiiture, according to this knowl- 
ed^e.ible report. mi( rocomputers will fielf) lift the i)urden of infor- 
hi.iti<)n ni.in<v^enient M the iiuilfling le\'el as well: 

Iv[)t(.illv. .uiminjstr.ilors interested in develc)[)ing a com[)u- 
teri/('d m,in,igemeht information system (MIS) have [)ro(*eeded l)y 
trial .md error. Over the ytNirs, "small fraRmented networks of 
( ()inf)uter-using ,ulministrators ha\ (* l)egun to learn what hardware 
. . . <ind software ( ontigur.itions, iitili/ation patterns, and physical 
arr.iimeniehts niay he optiln«illy c()ml)ined for adn»lnistrative f)Ur- 
poses;'" -ffiis report— by [)r()viding ad\'ic'' cm [)rioritixing needs, 
costing the system, f)ersonnpl resistiince, sc*lecting sothvare, staff 
tMining. and ex.iluation — c ,in helf) ease this "systems ,in,ilysjs" 
task lor llie l)tisy .ulministr.itor. 

I lie direc t c osts of a computer system .ire rel.itively cMsy to cmI- 
c ul.ite. Hu\ <idminisirato''s sfioijld ,ilsc) he aw.ire of the "hidden" 
c Osts 01 ,1 computeri/ed MIS: for exaniple, [ireliminary research 
'suggests th.il training costs in tc>rms of siaff hours may at IcMst 
ecju<il the citrec t c osts of the system itself." "(rreep c'osts"— a "per- 
verse form of (iperating cost that tUlrtiinistrators are familiar with In 
other contexts" -should «iIso lie taken into accocrni, 

Administrators should .ilso antic ipate the resistanc-e of office 
uorkers to the new tec hncikigy. Implementation sliocjld he 
gradu.H; .md office workers shoiilcj he given form.il "ii»incls-c)n" 
lr<iiiitng. <•« 



Association for Educational Data Systems. Af DS 

/Voc eec//n^s; flw loniornnv it) j\'ew fee /j/Jo/o.t,'\; 
/ ro/if;ers in Admini'strjtivi' Conifntiit)}^: Ac/ven((/reK 
in Itistrut ti< )th\! ( onifHitin^. AEDS: Washington, 

DC. \W2. 11 \ |)<igc*s. nij iy\ 2Vi 



(.'onifiuter literacy tr.iining for administrators should focus on 
daia-l).i"^e management <mcl \vord [irocessjng, not cih c()n1pUler 
programming: t.irge; (iec c'ntr.ili/ed school districts arc* tlnding th«it 
(iisirihuled dal.i neiworks ideally meet their needs for inform«iiic)n 
rn.in.igi'fncnt A mic roc om[Hiter with <i liard-clrsc stc)r«igc» devit;e 
< an e.isilv li.i'idle all tile "stiident ac c ocinting" t.isks of a kirge high 
.sc hooi; 



These are iust a few oil_he ideas on admi.nistratjve computing 
presented at the 1982 AEDS conference. Of the 122 papers in this 
Collection, 15 directly address the administrative uses of mlcro- 
comf)uters. The balance discuss such topics as computer-assisted 
instruction, com[)uter-managed instruction, computer literacy for 
st.iff arid students, arid the Uses of microcomputers for the teaching 
of the handicaf)f)ed. 

In general, the [)apers addressing the administrative uses of mi- 
crcicomputers are cbhcerhed with the practical "how to's" of irn- 
plementing management information systems (MIS's) for school 
administration. Most authors agree that microcomputers can great- 
ly ease the crushing burden of papervvork that now takes so much 
administrative time: New; integrated MIS programs— with data- 
liase man*igemt.»nt and ciistri fluted data.network capabilities— offer 
the promise of sim[)ler yet more powerful and efficient ap[)roaches 
to school administration in the very near future: 

Bliss, Sam W. "Educational Budgeting and Com- 
c53 puter T_ec_hnology," Sc7ioc)/ Busim^ss A/Va/rs, 49, 5 

(May 1983), pf). 54-55, 69. Ej number not yet as- 
signed: - . . _. 

"The vast majority of districts are not using the t'ull potential of 
com[)uters to prepare educational budgeis and to control opera- 
tional ex[)endituFes/' This admittedly "harsh" stjitemerit by Rliss is 
sup[5orted by a look at the historical develofiment of computer use 
in school administration. Excellent software has been developed io 
perform birdgeting and ex[)ehditure accounting; l)ut very little soft- 
ware is in use today for "(irogram budget development." Bliss here 
[)rc)[)Oses a cJesign for this type of software, which would "collect, 
[)rc)cess and [)rovide school district adriiiriistrators with manage- 
ment ihform.ition" to support the budget develofiment process. 

Program budgets are usually developed by four managerial 
groups: j)rihc:if)als and department heads at the school level; super- 
visors, directors, arid assistant and cissocicile sufierintehdents; the 
superintendent ,ind def)Uty superintendent; ,incJ the schcjol board. 
The kinds of intbrmation ccjntributed <ind needed by each of these 
groLips for budget development are quite differc»ht. But appropriate 
scMtware can maximize the contrihcrtion <it each level to a weil- 
(ilanned «ind sensible budget. 

An operational budget- Jevelopmeht prbgr«im of the type Bliss 
describes can provide numerous advantage's: Budgets can be re- 
done very quickly and easily. Simulatrons of the et'fects oi p«irticular 
budgets can lie performed. And the budget can be e<isily modified 
at any levc^l "to obtain the mcist desired educatitin.il program and 
resource allocation." Bliss includes a lisf of districts that have suc- 
cess! u I ly imf)remenied com[)uter-based budget planhrng systems. 
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Crawford, Chase W. "(^ui'stions to Ask Bclore Ikiy- 
ih^ AHlhuiistrativc Snitw.irc." .S(/if)()/ Ihisihvss At- 
fwrs. 49, 3 (Mciy pp: 4H, OH; E| iicim[)or MDt yv{ 

dssignfci. 

^ Th(* thr('(' basic steps in tbllow in choosing a micr()connf)utor.for 
a s( H()<.)l ()r district ai-c as fnllows: First, cJcricie ori the functions thai 
should 1)0 automatoci an(j their levels of f)riority: Sect^nc); find the 
micr(HpmpLit(\r pr()gram. (s()ftwciri*) th<it ()ert'orms these t'lmclions 
f)esi. Third and l,isi. purch,ise the at iucjl mic rocoiripuic hcirt^ware 
that runs the selected software; ♦ 

when deciding which functions to automate, Crawfc,- I cidvises, 
' tonsjdt'r all j)otentlal administrative uses tor a micrdcomf)Ui'.*r." 
But \vh(*n implementing^ ,i system, "cOmpUtei-i/e only tho^ e func- 
tions which tan be more efficiently and e*ffecti\'ely ()cr/oi .med b\ 
,i (oih()uter. " Slk h iuni iions* are usually i h,ira( leri/ed by :nassive 
,imoLfrits ol dtitil, the* riiuul fur repetitive pro( essin^. »ind a Meed Jor 
pro( essin^ spe(»d. 

When softw.ire is [)eing selected, choose "general applic,aions 
sotiwarf^' - SLR h <is data management; electronic s[)read sheets, 
and worci processing ()rograms— before selecting "s[)Ccific apfili- 
(.itio.ns softw«ire," such as [)udgeting, energy mahagement, and- 
()ur( basing ()rograms. Many of these programs have [)cen recently 
developed, Crawford w^jrns; so some sli[l contain "bugs." 

Other .ispects of a progr«im that should l)e carefully exahiiiied 
before purchasing are its dot urnehtation, the type and c|uality of its 
ihjitit and output, and the reputation and reliability of the comf)any 
th.it [)ro(Juceci it. For examf)le, is the documentation clearly writ- 
ten, well org<ini/ed, and indexed? Does the comfiany uf)date the 
documentation and s()ttware [)eriodically for little aclciiti(;.nal Cf)st? 

For input, does the f)rt)gram f)ro_mf-)t the user with well-defined 
and (Msily understood inf)ui fields? Does it recover grat efully when 
erroneous data - such as letters instead of digits— are entered? Can 
the s<ime input be used for several difterent programs so it doesn'i 
have to be reentered? Crawtorti lonclutjes with numerous other 
(juestions of this tyf)e to help administrat()rs choose sottw.ire 
wisely. 



Delf, Robert M: "I low to Sh()p for a Student Infor- 
^) mation l^ystem." Ann^rn .S( /joo/ aru/ Uf)/\'ersf/\', 

14, 12 (August \m2). pp. IH. 20. EJ 2W t. 

. . , , ^ — 

Student re( ords i an l)e m.iintaihed usilig an iiihtnise conlfUiter, 
a tiiiie^^hared (ciniputei. a (olnfiierrial ser\ire bureau, or tra- 
ditional m<inual methods. I>.*lf here dist irsses these four ap[)roa< h- 
es to student information management (SIM) tind outlines the ad- 
\antages .ino disadvantages of each approach; 

f tax ing an inhouse niic rot omputer for StM_ is t irrrenily in 
vogue. Unfortunately, though, says Delf, currently available pro- 
grams are very limited beciuse "tHi'V ^"1 integrate all apf)li- 
t«ilions l)Ut rather address only one or two. In an integrated system, 
all <ippfita.tions share the same student dato base ,\nc\ no data is 
duplif aied."' If f)romising SIM software is fouiid, Oelf suggests that 
administrators e\'<iluale it carefully betore [)uying, es[iecially the 
support tor the system provided by the manutai turer. 

Time-sharing «i l i'nlral (ompuier is a via[)le alti^rnatiVtMo an in- 
h()use t Omputer if the centr.il comtjuter has a com[)rehensive SIm 
system; Commert iai tjme-share \'i*ndors usually do not have good 
SIM systems, says Oelf. But if <i diMrict or l Oiihty systi^m "t;ah mcike 
sui h a system work, it will prOb,i[)ly [)e the most economical;" 

Commercial service buri\uis used to l)e the only opiion avciil- 
aj)le for compuii'r scheduling and grade reporting. Today soriie of 
these bureaus specialize in SIM systems; Administrators con- 
sidering the^e buri*aus shoulclovaluati' their service as they w()uld 
s(iuw*are - in terms of c( st. t om()rehensiveness, docLJmentation, 
flexiliiliiy. turn.irouhd iirne. «ihd ori'aie Ccipallillties. 



Hoover, Todd, arid Gould, Sandra. ' Cbm()uteri/- 
kQ) ihg the School Office: The Hidden C()M:" NASSV 

Builvtin. 66, 455 (September 1982). f)f). 87-<?l. Ej 26H 
234. ^ 

Microcomputers have the pbiehtial to rnake schoiril admihis- 
i rat ion niuch more streamlined and efficient. But to make the best 
use of this new technology, administrators must deal ei'feciively 
wlih ihe. practical asfjecis of f)urchasing hardware and software, 
maihiainihg Hit* corrifDuter system, and trairilrig themselves and 
staff members in its use; hloover and Gould here present some 
valualDle f)ojnter_s for these tasks, as 'well as a knt)wlt^dgeal)le dis- 
cussion of the "hidden costs" of office cor.ipuleri/ation. 

Beiorc fiurc basing any hardvvare or software, administrators 
should analyze the needs of their office and_then_deci(le which t>f 
thest^ needs computers can efficiently fulfill. Currently, micro- 
corn f)uters are being u s ed^ffe clive I y_fOr the scheduling of classes 
and l)us routes, word f processing for corresfDonclence and reports, 
and ^student informaLion management. To help [Din down these 
needs. FUH)ver and Gould suggt^sl talking t() other adrrlinistrators 
whi) are using^microcomputers or hiring a comfDuter consultant to 
(!o a needs analysis., 

H a r d v^a r e a ncj S( ) ft wa re s hou Id be f ) u rc h a sed f r o fti a d t\i I e r w h O 
has a good reputation, an onsite re[jair capability, and a conven- 
ient location; The dealer should also have-ti variety. of (products that 
can be (lemonstrated and com[)ared. "Insist on a demonstration of 
the eouif)merit arid the [)rogrcim(s) yoU iritend to purchcise." the 
aiithors advise; . . 

The. hidden costs of cqni[XJterizing the school ot'fice t)ften ex- 
t:ee(l the af)paient costs. These hidden costs_ include the* time in- 
vest iment of the administrator in learning the new system, the costs 
of consLfltants for heeds assessment and initial setuf), maintenance 
costs. sf)ecial furniture to accommodate the new equiplrient, in- 
surance, and the cost of training staff members to use the com- 
f)Uter. 

Jones, Kenneth, and Dukes, Thomas. "Micro- 
com[Duters in School Administrative Management." 
/ (/(/( af/ona/ Tec /ino/oj^v', 2;^, ^ (M<irch 148 ^) pp. Ui- 
.^9. E| nuriiber nc)l yet ,issigned; 

Most coniputer programs for school administrcjtion on the 
market toclay are cU'signecl to perform one ()rimary function, such 
as ref sorting attendcmce, scheduling classes, or recording grades. 
Schools using more than one of these pr()granis usually must re- 
cord the same data on a numl)er of different. ta()es or discs and 
rriust load se[)arate [)rograms and data for ^..-ach function. In addi- 
tit)n. rnariy types of data mariij)ulation— tor exampk*, t orrelating 
student attendance and gracles— simply cannot f)e ()ert'ormed with 
such ])rogrtims. 

With the Lise of <i moderii "d,jt,i-b,ise m,m«jgemef)t" (I3(iM) Sys- 
tem, though, say jones and Dakes. a sim()(e; unified information 
base t an be utilized for a variety of record-l<ee()ing t^inctions. Re- 
dundant data can bo sharf)ly reductKl with such systems, office effi- 
ciency can he greatly increased, and school administrators can 
ciuicljily C()mf)are one set of data with any other, 

Such integrated DBM systems, jones and Dukes point out, are 
already used on many larger computers; Advancts in technology, 
combined with rnfiidly declining prices, have made ihis tech- 
nology readily accessible to schools with microcbiriputers, though 
there is presently ci dearth of coriimercially available DBM software 
aimed specifically at the educational market. . . 

The authors C()mpare a. DBM system to a wheel with a hub and 
SfK)l<es. The hub is the unified base of data. The Spfikes— each ac- 
cessirig the hub—are the "special [KOgrams" for schtKlulmg class- 
es; monitoring attendance.^radmg, registration, and maintaining 
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intorni.ilinn nri (lisi iplin.iry <u lion^ siLulcni rn(»(lii »il rt'iords, «in(l 
so tfirlll. I (> Iff )rri (>Mr ^jinkr to arintlicr, tho cisCT simf))y types ii 
(()nin),ui(i on ihc niK rot oriipuirr's k(*yJ;)(Mr(i «in(i, ii' tht* inform.i- 
tuin is |>riv jk't;t'(l. «in ,i|)f)r()i)ri»it(' jhissworH. Lisihg «i very sim])lt' 
"(Iticrv l,iht;u<ij;('" thtit is a ()«irt mtist DBM systi ms, ,Klministr«i- 
tofs < An also n),ik(' intjciirics lii«it «irc not includcci in tht* l)«isif pro- 



flO^ Kanllchncr, )crry; "(.omputi'ri/ing ('ustodiul Scr- 

vitcs." S< /roo/ _ •V^J'^''. (lfl)ru«iry 
pp. ^H. LI 27() i^I. 

( (tnipLitt'rs ,irt' inert -asifigly [)iMng used tor j variety of «idmihis- 
' tr.Uiv'C and instrcic tional tasks. So why; asks K*»nllohnc*r. is "tju* s(*t - 
on(j i<irt;<"*>t hudj'cU.'d dcjhirtmiMit"— custodial si*rvii i*s— "still living 
in the Dark Aj^csT' Money ( an Ik* saved atid etfii iency g«iined it 
the <( fi()ors mii ro- or minicornpciter is used to f)lan and monitor 
( uslodi<il work <inci lontrol inventory. 

Metore running out to buy a program tor custodial service maiv 
agenient. «kli]iinislr<U()rs should ask themselves about the current 
sl.ite ot" ( ustodial services in their schcjol. Is inventory data timely 
and accurate? l)o detailed usage and reorder data exist? Have ma- 
. teri,il ,ihd l«il)or (()sis been 'tstal)lished In each area involved? 

it the answers to these cjuestions are "no/'_ says the author, ad- 
rninistMtors should go back t(; the drcuving board, because "no 
( omputer will work without first develoj)ing a gc)ocl manual pro- 
( ('dure. C()mf)Uters are no more than fast clerks. If you f)ut 'junk' 
dat,i in y(_)Ur system, you will get 'junk' dtita out." 

Sever.i! types (M reports should be generaled by a good Custociial 
n\inagem(*nt . p,r)gran^: An "ending, on hand inventory record" 
should show' <uTjounts on hand, usage [)er clay, reorder amounts, 
and { osts of items used. Another re[)Ort, the "c6s\ data f)er iteni 
record/' should show the* costs of monitoring dil'ferent areas: Costs 
should I)e (iispLiyecj actorcling to three separate factors: f)er scjuare 
toot, f)er working cl.iy, and per school per student. C)ther reports 
should itemi/e inventory items on orcler and summarize inventory 
st.itus. 



Mazuripk, jdhh M: "Computerl/^ed Purchasing:" 
t^,if)er f)resented tit the Association of School Busi- 
ness Otficiais tinnual meeting, October 1980, New 
( jrleans. 9 pages. ED 1 9b lot): ^ 



VVfi<jt Used to be the I.ibor of calculators; co[)ying machines, 
editors; ,ind set ret<iries, says Ma/urek, "is now the ease of CPU's. 
Word Processors and high spt-ecl laser [)rrnters." Computerization 
.ind offiie <iut()m,ilion ,ire beCofiiing Common in governmt*nt of- 
tites; sni.ill l)usinesses, ,ind even homes. "It is no woncler then," 
says \l,i/urek, "ifi.it in this day of maximization of efficiency and 
nii.nimiz«ition of tost, the watchdog of utilizat^)n, th(* [)Urchasing 
def)«jrtment, would be in cjuest of simf)lifying metliods and pro- 
cedures to produce maximum output." 

In this fM})er, Mazurek briefly describes the mettimorphosis of 
ftiodern sc hool ()Cjrchasing from a slow, lal)or-b»isi*cl o])eraticjn tc) 
,in efficient, computer-driven procc'ss. His ideas— though discussed 
in terms oi larger, district-level purchasing de[)art h1e:f1ts— a rcMXjual- 
ly apf)lictil)le t() ecjuivalent tasks f)erformefl at the school level. 

( yping anfi issuing pure haseorders can ttike significant amounts 
of lime, just typing out SO to 100 orders Ctin take 1 to 2 full-tinie 
clerk typists a full day: But a comjiuter c^n f)ert'orm the same In 
just a lew minutes. 

,'\ compuierizc^d system can also provide timely, cleta'led print- 
cilits on the status of purchase orders: This kind of int'ormation can 
give the ()urchasing manager a gre.tit deal of control over the com- 
plex ])urchasing process and thus keep headaches to a minimurri. 
rin,illy, computers can be valuable tools for the inventory and con- 
trol of a school or district's fixerl afJsets. 
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MitcheH, Robert _E, "Tomorrow's School Office To- 
day. " /\mer/can Schoal and Un/ver>/ly, 54, 8 (April 
1982), pp; 30, 35. EJ 261 593: 

The "school office of the fatare"— in which most clerical tasks 
ore [)erformecl using so()histicnteH electronics and microform sys- 
tems— is approaching rapidly. To smooth this wrenching t/jins1tiori 
int() the hear future, says Mitchell, school policy makers and man- 
.igers should understand, both the "human factor" involved in the 
school office metarr)Orf)hosis and the "definition ot function" of 
t()morr(iw's office. 

'Thee definition of function— with respect to etficjency, eco- 
nomy and intelligent f)urpose— has now come to involve a highlv 
,iLit()matefl office environ merit where most clerical chores are f)er- 
tormed electronically jncj where productivity, of .managerial and 
professional personn'eHs dramatically improved." But, Mitchell ad- 
vises, this hew clelinitibh should not he iniplehiehted without care- 
ful consideration of the human element, for it is this human ele- 
ment that will determine whether the office of the I'uture succeecis 
or fails. 

In particular, school managers should consider whether the 
new technology will be arcej)ted or rejected liy the school's staff. 
Most current staff merriben^i^'have reached their current levels of 
responsibility by using communications equipment that they and 
others" Lrnderstand and that worked well for them for years. Too 
much new technology in too short a time, though, can breed fear, 
rtsistance, and even rejection of the new ways. . . 

To comlwt. such reaction, Mitchell suggests a gradual im[)|-> 
menfation of the office of the future. Start irrimed|atety, he advises, 
()ut start smaN, f proceed gradually, provide com()rehensive and 
continuous fr^iining, and "allow people to. ad just to the new system 
at their own pace without being forced." 
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Morgan^ Jaftles M: ''MicrnrnnipLiter AppliCcitiniis in 
ntJOfMi Progrdrii Pkmning Dovelopmoni." 
Kipor pr('S('nt('(l c't tH(' AiTK'ricciri EclLiCcitiohcil Rv- 
setirch Assbcicitidh <1hniicil hletMihg, New York, 
Mcircii r9a2;-J5-pngPm FF) 234 

In the husifU'ss vvnrlcl; computers tire rouiinejy used kn such 
iiMcil mantij^ement tdsks as inventory control anci dccounting .incl 
also for ftiore acivancetj tasks suc|,l as p'^infTi'^A ^^'^fi tori^casting, re-^ 
source allocation; an*-) project monitoring. In sc h()ol aclmjnislra- 
iion. ( omputers .ire (ornnionly ustul tor basic t lerical tasks, hiii 
have hoi yei received wide use as [)lanhing, development, and 
evaluation tools: Morgan here describes how one school system -- 
the Cincinnai.i Public. Sch()()ls— IS l)eginning to utilize the higher 
caf)al)iliiies of its Apple II hTicroc()mpLiter. 

Using a d.itabase ot information on the district's individual 
schools, a "School. Profile ProgranV allows users to compare 
schools or grouf)s oi schools on each of a numl)er of variables. Us- 
ing su( li inforniation, "it can be determined whether schools with 
tfie spe( itied c harat t(»ri*-tic differ significantly from the districi-wicie 
aver.iges." 

Another progr.im allows trend analysis and t'orecasting to bt* 
[K'rformed; C cirrently, forecasts can i)e made on only one vaiiable 
at a time, l)ut a mLiliiple-variable e\trapr)laiion [jrogram is under 
(lev{»lopiTient. Anoth(^r prt^grani under development Will b * iised 
to simulate the effects of specific [)rt)gram intervention on a school 
v.iriable. 

The district is also developing a [)rogram ti:) produce PERT charts 
.ind scheclules of |)rofecl activities: "Output tVom the-program will 
in( lude a PtRT network showing the interrelationship of |)r6ieci 
events, and a listing of project tictivities with beginning and com- 
pletion dates and persons responsil^k' t'or each activity:" Finally; 
th(v district is devck)f)ing an advanced, program for statistic al 
an.ilysis specifically geared to the needs oi educators. 



• Newman, Daniel G. Deve/o/; a/u/. Iniplcnwnt .j 

±j Co/7?/.)(//en/e(/ S">s/em to (.o//ale, Aiuly/V* a/u/ ^/a/n• 

liWi Re( or(/s oti All SUtdchJ Disf. Vpl'mv /n/rac f/o/is a/K.' 

Aiinvtr^\(niUv('/(v,icln'r /'t/n/Vne Sctionh in the .S"ea- 

ioid Si^ninr Hi^h School. . Eel. p,_pisscTtat ion. Part (, 

Nova University, September P)7H. 96 pages; ED 193 

765. ■ 
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Since 197:5; the Office of Civil Rights has requested local school 
systems, receiving federal financial assistance to maintain- detailed 
records'and statistics on all student ciiscipline procedures arid aiL*- 
ti()ns: Districts complying with this regulation have found it to be a 
tremendous i)urden in terrns the amount of manual paperwork 
needed. Nev^man— the .issistaht principal of a Delaware senior 
high school— here explains how he developed an efficient com- 
f) uteri zed system for maintaining and. organi?i.ng this informa.tic.)n. 

The rationale used by Newman for the development of this 
system was cis follows: "As administrators, we and our staff had to 
spend many long; tedious hours on the f)urely clerical and mono- 
tonous functions of record kc?e:;ing. Our invaluable time was l)etter 
spent making educational decisions at a level commensurate with 
our [)rofessional abilities." 

Newman started by searching ror available prr)gram> from other 
districts or governrrient agencies that would fill his needs. Finciirig 
none; he workfi'd out a program with the director of a local 
technical school's computer center. Ho also redesigned fhe in[)ut 
forms for Hrsciplinary data aficl hel[)ed train office workers arid 
faculty to-use the new system: 

Newman recommends that this system noi l)e vievv<,»d as an end 
product, bill as a rrioclel for creating other record-keeping systenis 
tor stiideni scheduling, attendance reporting, grade reporting, per- 
sonnel records, budgeting, and payroll. 
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